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THE PROCUREMENT PROCESS
REQUISITION THROUGH 
INVOICE VERIFICATION

Module 1
Purchase Requisition Process
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WHAT IS A REQUISITION?

The purchase requisition is the first step in the 
procurement process.  It defines a need for a material or
service.  It has the following characteristics:
• It is an internal document; it is not used outside the State.
• It specifies the type of material/service and quantity to be 
procured from a vendor.
• When the purchase requisition has been created in 
AASIS, the appropriate funds are committed.
• The purchase requisition must be approved in AASIS 
before a purchase order can be issued.
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WHAT ARE THE REQUIRED FIELDS FOR THE 
CREATION OF A PURCHASE REQUISITION?

The required fields on the item overview screen of a purchase 
requisition include:
• the account assignment category field, except for stocking plants.
• the material field
• the quantity field
• the delivery date field
• the plant field
• the purchasing group field
• the requisitioner field
• the tracking number field
• the purchasing organization field
The required tabs on the detail items tabs of a purchase requisition 
include:
• the valuation tab
• the account assignment tab (for every account assignment except
“U” and “blank” for plant’s stock orders).
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Create a Purchase Requisition 
ME51N

USING THE MENU TREE GO TO 
LOGISITICS>MATERIALS 

MANAGEMENT>PURCHASING>
PURCHASE REQUISITION>CREATE
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Requisition>
Create

or

Type ME51N in the
command field. 
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The header note text is not item 
specific.  The text typed here pertains
to the requisition as a whole. Entries
in this field are not required.  Additional
details for the buyer or purchasing 
agent, pertaining to the requisition may
be entered.
The header note text will not populate
into the purchase order.  
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Click on the dropdown to select your
document type.  Req to PO is the 
same as the NB document type.
If closed, open up the item overview screen.
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Place the cursor in the “A” (account 
assignment category column).  Either 
type in the appropriate account
assignment category or choose
from the dropdown menu.
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Enter the material number or click on the 
dropdown to do a material search.
There are different search criteria that 
can be selected.
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Choose the tab “Material by material type”.
In the Material Type field type or choose
from the dropdown GDSV.  Using your
asterisk's as wild cards type your search
criteria in the material description field.
Click enter to continue. 
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Chose the material and highlight.  Click the
green check to continue.
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Enter the quantity required.
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Enter the delivery date.
Type the date or use 
the calendar by clicking
on the dropdown.
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Enter plant 9999 or applicable plant
number. Scroll over to the
purchasing group, requisitioner, tracking
no., desired vendor and purchasing
organization fields.
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Enter the PGr, Requisitioner, Tracking No., 
Des. Vendor, and POrg.
To assign a source of supply instead of using the
Des. Vendor field click on the source of supply
icon.  Hit enter to continue.
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Enter the cost center in the cost
center field.  If the purchase
requisition contains multiple items 
going to the same cost
center, click on the repeat icon.
Once you have entered the cost
center, click on the valuation tab.
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Enter your valuation price.  
Click on the Source of supply tab.
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From this tab you can also Assign
a Source of Supply or chose your
Des. vendor.
Click on the Text Tab.
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From this tab you can make changes to the material
master text and enter any additional details for the
vendor.  Notes to buyer may be entered to give the
buyer or purchasing agent additional information about
the item.  Notes to buyer will not print on follow-up 
documents.
Click on the Delivery Address Tab.
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Type the number in the address field or
do a delivery address search.  To hold the
address for more than one item, click on the
Repeat address on button.

Click on the check icon to see if there are any
errors. 
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Below there is a message saying “No messages
issued during check”.  This means you are ready
to save your requisition.
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The Purchase Requisition Number will appear at the bottom
of the screen.
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TIME SAVING TIPS
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WHY SET YOUR DEFAULT VALUES?

By setting default values it will save steps in creating the 
purchase requisition.
Fields that remain constant every time a purchase 
requisition is created can be set as default values.  These 
values will automatically populate the fields each time a 
purchase requisition is created.
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Default Values icon
Click on the Default
Values icon to set
default settings.

HOW TO SET YOUR DEFAULT VALUES?
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From this screen you can set the acct. assig. cat.,
delivery date, requisitioner, and tracking number.

Click on the More Fields button to select more
default settings.
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All the “Hidden fields”
can also be set as
default settings.

To set the purchasing
group as a default,
highlight the line and
click the single arrow
pointing to the left.
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The purchasing group is now in the
display field column.
Click the Copy button to continue.
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Now the purchasing group number
can be set as a default.
Click the diskette to save the
settings.

Note:  You do not have to click
the Always propose box to have
the settings default.
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WHY USE THE COPY ITEM FEATURE?

The copy item feature allows the requisitioner to copy one 
line item (item 10) to the next line item (item 20).
For example, your agency is purchasing 12 computers.  
They are identical except each computer has a unique asset 
number that will need to be entered.  Instead of entering all 
the same information 12 times on the PR, you can use the 
copy feature to save time.
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To copy a line item, highlight the line and click on the copy item icon.



1-32

AASIS Support Center, Patricia Orr
Revised 8-01-04

1-32

An AASIS Training Guide The Procurement Process-Requisition 
through Invoice Verification

Item 10 was copied to item 20.  The system will require you
to enter a valuation price.
To continue the process, just continue to highlight the item and
click on the copy item icon.
Make any required changes to new lines.
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WHY USE THE LAYOUT SETTINGS 
FEATURE?

You can add or delete a column on the purchase 
requisition.  For example, the requisitioner might 
want to add a total value column to the PR.  By 
using the Layout Setting feature each time a PR is 
created, the requisitioner will see the added column.
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To add or delete a column, click on the dropdown to the
right of the Layout Settings icon.
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Click on Change Layout.
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To add a column,
such as Total value,
highlight and click
the arrow pointing to
the left.
Click the diskette to
save the addition.

To move a column,
highlight the column
to be moved and
click on the up or
down arrows.
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The column name to
the left are the
columns now 
associated with the
requisition. To delete
a column, highlight
the column name and
click on the arrow that
is pointing to the 
right.
Click on the diskette
to save the change.
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In the Save layout field type
what you want the deletion
saved as.  Also make sure
that the User-specific and
Default setting boxes are
checked.
Click on the green check.
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Click Yes to continue.
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Create a Purchase Requisition 
with Reference to a Requisition

ME51N

USING THE MENU TREE GO TO 
LOGISITICS>MATERIALS 

MANAGEMENT>PURCHASING>
PURCHASE REQUISITION>CREATE
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Using the Menu Tree:
Logistics>Materials
Management>Purchasing>
Purchase Requisition>
Create 

or
Type ME51N in the command
field.
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Click Document overview on.
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Click on the Selection variant icon.
Choose the document you want to
reference (in this case Purchase
requisitions) and click to select.
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Type in the PR number that you
want to reference.
If you do not know the number
you can do a search. Narrow the 
search by using fields under
Program selection.  You can also
search by using the matchcode
search button to the right of the
Purchase requisition number
field.

Once you have typed or chosen
the PR number in the Purchase
requisition field execute to
continue.
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Highlight the Purchase requisition number and
click on the adopt icon (the two pieces of
paper.
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At this point, click the Document overview
off button.
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A valuation price must be entered.
Hit enter.
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You can make changes to all fields that are not
grayed out.
Click the check icon to check your requisition.
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If there are no errors, you will receive a message
“No messages issued during check”.

Save your requisition.
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You will receive the message “Purchase requisition 
number ______________ created.
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Change a Purchase Requisition 
ME52N

USING THE MENU TREE GO TO 
LOGISITICS>MATERIALS 

MANAGEMENT>PURCHASING>
PURCHASE REQUISITION>CHANGE
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Requisition>
Change

or

Type ME52N in the
command field. 
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Bring in the purchase requisition that
needs changes made to it by clicking
the Other requisition icon.
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Type in the requisition number to 
change and click on the Other 
document button.
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If all of the fields are grayed out, it is in
display mode.  Click the display/change
icon to switch it to the change mode.
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You can change any of the fields that are not grayed out.
On the header tabs, you can change the text.
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In the line item section you can change and account assignment,
material, quantity and delivery date.  Scroll over.
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Changes can be made to the purchasing group,
requisitioner, tracking number and the purchasing
organization.
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Some of the tabs you can make changes to are,
the valuation, account assignment and delivery
address.
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LINKING EXTERNAL DOCUMENTS

Linking  external documents allows the requisitioner to 
attach documents (such as word documents) to the 
purchase requisition.  
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Services for Objects (links)
Click on the Services for Objects
to attach a document.
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Click on the Create
icon.
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Click on Create Attachment.
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Using the dropdown, 
choose the drive where the
file to import is located.
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Open the folder where
the file is located.
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Double click on the file
to attach.
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Click on the attachment
list icon.
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This screen will show a list of the
attachments associated with this
requisition.
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By highlighting the Total value column and clicking the
aggregation (total) icon, the system will total that particular
column for you.
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When you scroll down, you see the total of the
Purchase Requisition.
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To see a subtotal, for example by material, highlight
the Material column and click on the subtotal icon.
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Now you can see subtotals by material.

If you scroll down the total is at the bottom.
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To print a requisition click on the print icon.
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Find your output device (printer) and green check.
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Approve a Purchase Requisition 
ME54N

USING THE MENU TREE GO TO 
LOGISITICS>MATERIALS 

MANAGEMENT>PURCHASING>
PURCHASE 

REQUISITION>RELEASE>INDIVIDUAL 
RELEASE
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Using the Menu Tree:
Logistics>Materials Management>
Purchasing>Purchase Requisition>
Release>Individual Release

or
type ME54N in the command
field.
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Click on the Rel button to release 
(approve) the requisition.
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A message will appear at the bottom of the screen:
Release effected with release code 01.
Click save to save your release.


